Embassy of the United States of America
Kyiv, Ukraine

# 024 Date: May 31, 2012
TO: ALL MISSION PERSONNEL
FROM: TERRY ALSTON - HUMAN RESOURCES OFFICER

SUBJECT: JANITRESS/JANITOR

Employees are invited to apply for this position or refer qualified and eligible candidates
to the Embassy Human Resources Office. Application procedure is outlined at the end of
this notice. Questions should be directed to the Human Resources Office.

POSITION TITLE: JANITRESS/JANITOR (multiple positions)
OPEN TO: INTERNAL CANDIDATES ONLY

GRADE LEVEL: FSN-01, FP-DD* (Full Performance Level)
WORK HOURS: Full Time, 40 hours per week

POSITION TYPE: Permanent

OFFICE LOCATION: Facility Maintenance Section

OPENING DATE: Immediate

DEADLINE: June 14, 2012 at 6 P.M. Kyiv Time

*FP -DD is subject for confirmation with Washington.

IMPORTANT ELIGIBILITY NOTE:

ALL US. CITIZEN, WHO ARE ORDINARILY RESIDENTS IN UKRAINE AND THIRD
COUNTRY NATIONAL APPLICANTS MUST HAVE THE REQUIRED RESIDENCY PERMIT
TO BE ELIGIBLE FOR CONSIDERATION. SUCH APPLICANTS ARE REQUESTED TO
ATTACH COPY OF THEIR RESIDENCY PERMIT TO THE APPLICATION.



BASIC FUNCTION OF POSITION:

Performs full range of janitorial support for US Embassy Compound. Works under the
direct supervision of the Deputy Maintenance Supervisor and Maintenance Supervisor.

MAJOR DUTIES AND RESPONSIBILITIES:

e Cleaning of offices: Empty and clean wastebaskets; Replace shredder bags when full;
Remove trash and rubbish; Sweep/mop/vacuum floors as needed; Clean around switches
and door handles; Dust and wipe clean all furniture, desks, appliances and window sills,
except computer equipment. Moving trash bags and recyclables to collection spots.

30%

e Cleaning of common areas: Sweep/mop/vacuum floors as appropriate; Clean walls;
elevators. Remove debris and trash; Clean doors and windows; Water potted plants. Pays
particular attention to removing accumulated water in hallways near the entrances and
elevators during snow and rain. Provide regularly carpet cleaning using special
equipment.

30%

e Toilets and showers: Wash floors, tiles and shower walls; Clean and disinfect toilet
bowls, urinals and shower walls; fill soap, toilet paper dispensers; remove trash. Perform
all requirements needed to clean all toilets and showers mentioned in instructions to this
equipment.

20%

e Performs escort duties for contractors as required. 10%

e Estimates and prepares the list of cleaning supplies needed, requests supervisors guidance
for problems which require additional authorisation. Reports any deficiencies, which
require repairs to the Maintenance Supervisor.

5%

e Other duties as assigned by the Maintenance Supervisor, including occasional

cleaning of TDY and residential apartments in between the occupation.
5%

REQUIRED QUALIFICATIONS:

EDUCATION:

Completion of secondary school is required.

WORK EXPERIENCE:




2 years cleaning experience in a commercial/residential setting is required.

LANGUAGE:
Ukrainian or Russian — Fluent; English — Rudimentary is required.

KNOWLEDGE:

Knowledge of cleaning techniques, office location, and of all materials used in the
performance of duties.

SKILLS AND ABILITIES:

Ability to perform manual cleaning tasks.

APPLICATION AND SELECTION PROCESS:

v Effective August 1, 2010 Office of Overseas Employment announced new Universal
Application for Employment (DS-174) as a mandatory application for any locally
recruited positions. To apply for this position all interested candidates should fill out the
DS-174 in English and submit it to the Embassy Human Resources Office by COB June
14, 2012. The new DS-174 is available on the official U.S. Embassy website under the
Employment Opportunities section: http://ukraine.usembassy.gov/job-
opportunities.html.

Universal Application for Employment (DS-174) can be filled out electronically and
emailed to: KyivHR@state.gov or faxed to: 521-51-55.

Note: Only those applications that are received in the Human Resources
Office before the closing date will be eligible for consideration. Any
application package that doesn’t include the UAE (DS-174) will be
considered incomplete and will not receive further consideration for
recruitment.

ADDITIONAL SELECTION CRITERIA:

e Current employees serving a probationary period are not eligible to apply for this
position.

e US Citizen EFMs who are currently employed under Family Member
Appointment (FMA) must work for 90 calendar days in their current position
before being able to apply for advertised position.

e US Citizen EFMs and NORs who are currently employed under Personal
Services Agreement (PSA) must work for 90 calendar days in their current
position before being able to apply for advertised position.

e U.S. Veterans and U.S. Citizen EFMs will be given preference in hiring over
other equally qualified candidates in accordance with Section 301 (c) of the
Foreign Service Act of 1980. Candidates who claim U.S. Veterans hiring
preference must provide a copy of their Form DD-214 with their application.


http://ukraine.usembassy.gov/job-opportunities.html�
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Candidates who claim U.S. Citizen EFMs hiring preference should indicate their
EFM status in the application form.

e Only those applicants who are selected for the interviews will be contacted.

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

The U.S. Mission in Kyiv provides equal opportunity and fair and equitable treatment in
employment to all people without regard to race, color, religion, sex, national origin, age,
disability, political affiliation, marital status, or sexual orientation. The Department of
State also strives to achieve equal employment opportunity in all personnel operations
through continuing diversity enhancement programs.

The EEO complaint procedure is not available to individuals who believe they have been
denied equal opportunity based upon marital status or political affiliation. Individuals
with such complaints should avail themselves of the appropriate grievance procedures,
remedies for prohibited personnel practices, and/or courts for relief.

CLEARED: RHull- RSO (by e-mail)



llepexnao ocnosHux nocadosux 0606's13Ki6 YKPAiHCbKOW MOBOIO
HOCAJA : TIPUBUPAJIBHUK/TIPUBUPAJIBHUILST

I'PA®IK POBOTHU: 40 TOAUH HA TUXKIEHD.

OCHOBHI NOCAIOBI OBOB'A3KH:

BukoHaHHS TOBHOTO MEpeNiKy poOiT 3 MpuOUpaHHs HAa TEPUTOPIT MOCOIBCTBA, a CaMe:

e npubHpaHHs OQICHUX NPUMIIICHb: BHUHECEHHS CMITTS, 3aMiHa CMITTEBUX
MIIIKIB, MIIIKIB MmIpenepa (amapar Ui 3HUIICHHS [amnepy), NpPOTHPaHHSA
BUMHKAYiB CBITJIa/ ABEPHUX PYUOK; MPOTUPAHHS MUY 3 MEOJIIB, pOOOYHX CTOJIB,
MiABIKOHHA, YCIX ENEKTPOHHMUX TPUCTPOIB, 3a BHUHATKOM KOMII IOTEPHOTO
obnagHaHHsA. [lepeHeceHHS CMITTEBUX MIIIKIB Ta CMITTS, IO  MIJJIsATAc
nepepoOi1li 10 CMITTEBUX 0aKiB.

e [IpubupanHs NUPUMIIIEHb 3araJlbHOr0 BUKOPUCTAHHS: MIJMITaHHSA/MUTTA Ta
YUINEHHS MiAJOTH MWJIOCOCOM, MHUTTS CTiH Ta NipTiB, MpUOUpPAHHS CMITTH,
MUTTS JIBEped Ta BIKOH; MOJIMBAHHS KBITIB y ropiiydkax. Y TepioJl OCiHb/3UMa
HiATPUMAHHS TPOXOJiB 1 KOPUIOPIB B OXalHOMY CTaHi, NMPUOMpaHHS BOJM 1
TaJOTO CHITY B pa3l HEOOXiMHOCTI. PerynspHe OYHINEHHS KWJIUMIB 3
BUKOPUCTaHHSAM CIeLiaIbHHUX 3aC001B Ta 00JIaHAHHS.

e [IpubupanHus TyaneriB, QyHNIOBUX KIMHAT: MUTTS MiJIOTH, Kadens Ta CTiH Yy
OyIIOBHX KIMHATaX; YWIICHHS Ta Je31H(EKIis YHITa3iB, YOJOBIYUX/KIHOUUX
TyaJIeTiB, TEpeBipKa HAsSBHOCTI PIAKOTO MIJIa Ta TYaJeTHOTO Iamepy, Ta
HATIOBHEHHS JIMCIIEHCEPIB Y pa3i HEOOXIJHOCTI, BAHECEHHS MIMIKIB 31 CMITTSM.
BukonanHs Bcix HEOOXITHMX POOIT IJis HOTPUMAHHS YUCTOTH B TyajleTax Ta
IyIIOBHX KiMHATaX.

e  CympoBoKeHHS NIAPAIHUKIB Y mpuMimeHHsx [loconbcTaa.

e (CxiamanHs nepeniky 3aco0iB Il mpuOUpaHHs, Ipu MOTpeOdi MpuaOaHHs TUX YU
iHImUX 3aco0iB. 3BEpHEHHs 10 KEpIBHUKA y pa3li BUHUKHEHHS 3aBllaHb, IO
noTpe0yloTh JOJATKOBOTO J103BOJY. 3BITYBaHHS LIOJA0 OYyIb-KHX MOJOMOK, IO
MOTPeOyIOTh PEMOHTY.

e BukoHaHHS IHIIMX 3aBJaHb 3 NMPUOUpaHHS, a caMe, MEepIoJUYHE MPUOUpaHHS
KBapTHp  cmiBpoOiTHUKIB Ta  TDY  kBaptup B Mmepiog MK
BHCEJICHHSIM/3aCEIICHHSIM.



OCHOBHI BUMOTI'H:

e ATecraT Ipo Cepe/iHIO OCBITY;

e 2 pOKU JOCBiAy MpHOUpPaHHS B KOMEPUIHHUX CTPYKTYPaxX/IPUBATHUX OCEJIAX;

e BinbHe BOJIONIHHS YKPAiHCHKOIO YU POCIMCHKOI0O MOBaMH, IMOYAaTKOBUH pIBEHBb
BOJIOJIIHHS aHTJIIHCHKOIO.

BUMOI'M 10 HOJAYI AOKYMEHTIB:

Kanaunatu Ha BakaHCii0 MAlOTh HAJICJIATH aHKETY Ha MpareBiamTyBanHs B [locoascTBO
CIIA (DS-174) na enexkrpouny nomry: KyivHR@state.gov, a6o o dakcy: 044-521-
5155. Aukera Mosxe OyTH 3aIIOBHEHA, SIK aHTJIIHCHKOIO, TaK 1 YKpaiHChKOIO MOBaMU. 3a
OakaHHSIM KaHIUJAT MOXKE JTOJATH JI0 aHKETH CBOE PE3IOME Ta 1HII CYIPOBOIKYIOUH
nokyMeHTH. KiHneBuii TepMiH mogadi aHKeT Ha BaKaHCiIo0 - 14 yepBHsI BKJIIOYHO.
AHKeTH, OTpUMaHi micas 14 yepBHs, po3riasiiaTucs He OyayTh.
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